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The  following  pages  list  the  courses  offered  by  Northern 
Essex  Community  College,  Haverhill,  Massachusetts,  in  1962-63. 
These  courses  offer  preparation  for  the  degrees,  respectively, 
of  Associate  in  Arts  and  Associate  in  Science. 

As  this  College  grows  or  as  the  need  arises,  some  changes 
may  be  made  in  these  courses  without  further  notice. 
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The  courses  listed  above  are  a basic  minimum  for  graduation.  The  student  will  usually  be  advised  to  elect  up  to 
six  hours  above  the  minimum. 
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The  courses  listed  above  are  a basic  minimum  for  graduation.  The  student  will  usually  be  advised  to  elect  up  to 
six  hours  above  the  minimum. 
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BUSINESS  ADMINISTRATION  DEPARTMENT 


Accounting,  Intro  due  tor:;:  A continuous  two  semester 

course,  eight  hours  credit.  Three  class  lectures 
and  one  two-hour  laboratory  period  a week.  This 
course  involves  a study  of  the  principles  and 
procedures  of  accounting  in  relation  to  the  sole 
proprietorship,  partnership,  and  corporation. 

Emphasis  on  internal  control  concepts  and  standards, 
and  management  aspects  are  developed.  Cost  accoun- 
ting, departmental,  branch,  and  manufacturing 
operations  are  also  studied.  An  understanding  of 
budgeting,  internal  reports,  and  statement  analysis 
is  developed.  Students  are  required  to  complete 
study  guide  material,  working  problems,  and  practice 

sets,  instructional  materials  include  the  use  of 
acetate  transparencies,  demonstration  problems  and 
overhead  projector.  The  student  is  also  Introduced 
to  accounting  systems  and  electronic  data  processing. 


Accounting,  Intermediate:  A one  semester  course.  Three 

semester  hours.  Prerequisite:  Accounting  I and  II. 
The  students  study  basic  ccncepts  of  present  day 
accounting,  working  capital  items,  noncurrent  items, 
corporate  capital,  the  modern  balance  sheet  and  the 
broadened  concept  of  working  capital,  current  per- 
formances versus  the  all  inclusive  income  statement 
accounting  for  stock  rights  and  financial  account- 
ing, Three  hours  a week. 

Accounting,  Advanced:  A one  semester  course,  three  hours 
credit.  Prerequisite:  Intermediate  Accounting 

with  possible  emphasis  on  the  fundamentals  of 
valuation  accounting.  Emphasises  the  effect  of 
varying  accounting  variations  on  statement  of 
income  and  balance  sheet.  Paramount  emphasis  upon 
income,  its  amount,  its  interpretation  and  its 
role  in  the  making  of  intelligent  decisions.  The 
course  also  stresses  accounting  period  procedures, 
correction  of  profits  of  prior  years,  comparative 
statements  of  balance  sheet  and  income.  Discussion 
of  machines  accounting.  Three  hours  a week. 

Accounting,  Cost:  A continuous  two  semester  course.  Six 
hours  credit.  Prerequisite:  Accounting  I and  II. 

Cost  methods  for  manufacture,  distributions,  and 
service  operations.  Cost  controlling  accounts  and 
subsidiary  records,  cost  of  materials  and  labor, 
including  inventory  and  payroll  records.  Overhead 
budgets,  distribution  of  overhead  to  departments 
and  products.  Job  order,  and  standard  cost  procedure 
methods.  . Three  hours  a week. 
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Account iAp;;'-,raX‘5.--A  one  -sfemester  course.  Three  hours  credit. 
An  introduction  to  the  principles  of  tax  accounting. 
Analysis  of  the  tax  structure  of  a sole  proprietor- 
ship", partnership,  joint  venture  and  corporation, 
estates  and  trusts.  A detailed  study  of  federal  in- 
come tax,  annual  reports,  quarter  reports,  and 
sundry  forms  required  in  the  business  field.  A 
discussion  of  the  organizations  of  the  Internal 
Revenue  Service.  Prerequisite:  Accounting  I 

and  II.  Three  hours  a week. 

Advert ising--A  one  semester  course.  Three  hours  credit. 

An  analysis  of  buying  motives  and  the  development 
of  various  advertising  appeals.  Planning,  budgeting 
and  testing  of  chases  of  the  urogram  and  the  several 
advertising  media.  Prerequisite:  Economics  I.  Three 

hours  a week. 

Business  Law  I--A  one  semester  course.  Three  hours  credit. 
The  law  of  contracts,  agency,  and  personal  property. 
Three  hours  a week. 

Business  Law  II- -A  one  semester  course.  Three  credit 
hours.  The  law  of  negotiable  instruments, 
partnerships,  corporations,  and  real  property. 
Prerequisite:  Business  Law  I.  Three  hours  a week. 

Business  Mathematics- -A  one  semester  course.  Three  credit 
hours.  The  mathematics  used  in  business  financing. 
Arithmetic  and  algebraic  expressions,  including 

••  quadratics,  structures,  business  application  of 

: per  cent,  interest  and  discounts,  equations  and  busi- 

ness application.  Three  hours  a week. 

Business  Organization--A  one  semester  course.  Three  credit 
hours.  The  functioning,  form  and  financing  of 
partnerships,  single  proprietorships,  joint  st»ck 
companies,  business  trusts,  corporations,  investment 
companies,  and  industrial  combinati  ns.  Prerequisite: 
Economics  I and  II.  Three  hours  a week. 

Business  Statistics --A  one  semester  course.  Three  hours 
credit.  Probability  and  statistical  distribution 
applied  to  business  management.  Problems, 
business  forecasting  and  time  series  analysis, 
statistical  simplicity,  quality  control,  forecasting 
techniques,  and  econometric  methods. 

Prerequisite:  Business  Mathematics.  Three  hours 

a week. 

Corporation  Finance--  A one  semester  course.  Three 

hours  credit.  Forms  of  corporation  organization, 
capital,  capital  stocks,  rights  of  stockholders, 
stocks  and  bonds,  problems  of  valuation,  analysis 
of  depreciation,  absolescence,  contingencies, 
sinking  funds,  amortization,  distribution  of  profit 
problems  and  Government  regulations. 

Prerequisite:  Economics  I and  11.  Three  hours  a 

week. 


Economics  I - A one  semester  course.  Three  hours  of  credit.  Principles 
of  Economics.  Basic  principles  of  the  production,  distribution, 
and  exchange  of  economic  goods  and  services,  and  of  the  allocation 
and  dispersion  of  income  and  revenue.  Three  hours  a week. 

Economics  2 - A one  semester  course.  Three  hours  of  credit.  Special 
attention  is  given  to  problems  of  the  national  economy,  such  as 
international  and  foreign  economic  planning,  national  and  inter- 
national current  economic  problems,  the  composition  and  pricing 
of  national  output,  the  distribution  of  income  and  competitive  and 
collective  bargaining.  Three  hours  a week. 

Principles  of  Marketing  A one  semester  course.  Three  hours  of  credit. 
An  introduction  to  the  field  of  marketing  with  emphasis  placed  on 
the  basic  marketing  functions  and  the  channels  of  distribution. 

The  consumer,  the  market  area,  and  the  problems  and  policies  of 
pricing  the  product  are  also  considered.  Three  hours  a week. 

Money  and  Banking  A one  semester  course.  Three  hours  of  credit. 

Prerequisite:  Economics  I and  II,  Nature  and  functions  of  money, 

evolution  of  monetary  system,  recent  changes,  present  standards, 
post-war  monetary  standards,  problems  in  important  countries. 

Credit  instruments,  bank  regulation.  Federal  Reserve  System, 
foreign  exchange  and  money,  price  movements,  credit  system  during 
the  depression  and  prosperity. 

Personnel  Management  A one  semester  course.  Three  hours  of  credit. 

A course  in  the  principles  and  human  relations  problems  involved 
in  the  administration  of  personnel.  Among  the  topics  included 
are  job  analysis  and  specif icationj  recruitment,  selection  and 
training,  supervision  of  employees j job  evaluation  and  salary  and 
wage  administration!  employee  representation  and  labor  relations. 
Three  hours  a week. 

Principles  of  Management  A one  semester  course.  Three  hours  of  credit. 
Prerequisite:  Business  Organization.  The  principles  of  business 

organization  and  management.  The  problems  include  finance,  office 
management,  personnel,  administration,  sales,  in  both  small  and 
large  businesses.  The  fundamentals  of  data  processing  systems 
are  included.  Three  hours  a week. 

Retailing  A.  one  semester  course.  Three  hours  of  credit.  Prerequisite: 
Principles  of  Marketing.  The  course  examines  the  basic  elements  of 
retail  merchandising.  The  classwork  covers  such  areas  as  the  types 
and  organization  of  retail  outlets,  the  buying,  pricing,  price 
lines,  dollar  and  unit  stock  control,  sales  promotion,  and  expense 
budgets.  Three  hours  a week. 

Salesmanship  & Sales  Management  A one  semester  course.  Three  hours  of 
credit.  Prerequisite:  Economics  I.  Principles  and  problems  of 

direct  salesmanship  together  with  management!  problems  and  policies 
of  controlling  and  directing,  the  sales  force!  sales  territories, 
budgets,  and  compensation.  Three  hours  a week. 
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Networks  I - A one  semester  course.  Three  class  periods  and 
throe  laboratory  periods  per  week.  Pour  credit  hours. 
Prerequisites:  Math,  7 and  Physics  I.  (these  may  oe 

taken  concurrently)  An  introduction  to  the  study  of 
mathematical  and  physical  aspects  of  electric  circuits 
in  which  radiation  in  the  form  of  electromagnetic  waves 
does  not  play  a major  role.  Networks  are  analyzed  using 
DC  an:  sinusoidal  steady  state  analysis  techniques. 
Kirchoff’s  Laws,  Thev.cnin's  Theorem,  reciprocity 
superposition  and  duality  are  covered  in  detail  using 
DC  steady  state  techniques.  Sinusoidal  steady  state 
behavior  is  introduced  and  the  above  theorems  are 
re-evaluated  in  terms  of  phasor  notation.  All  theorems 
are  verified  in  the  laboratory  by  measurement. 

Networks  II  - A one  semester  course.  Three  class  periods  and 
three  laboratory  periods  per  week.  Four  credit  hours. 
Prerequisites:  Networks  I,  Math.  8.  This  course  is 

an  extension  of  Networks  I.  Electrical  circuits. are 
examined  under  sinusiodal  excitation,  using  Matrix 
Algebra,  Vector  Diagrams,  and  graphical  techniques  to 
supplement  phasor  notation.  Two  and  four  part  net- 
works and  series  and  parallel  resonance  of  circuits 
are  studied  in  the  steady  state.  Three-hour  labora- 
tory course  is  usjd  to  verify  the  theory  through 
measurements  and  to  introduce  the  student  to  the  U30 
of  oscilloscopes  and  other  electrical  test  equipment. 

Graphics  I - A one  semester  course.  Pour  laboratory  hours  per 
week.  Two  credit  hours.  Communication  by  graphic 
representation,  orthographic  and  pictorial.  Charts 
and  graphs.  Freehand  and  instrumental  multiview 
drawing,  dimensioning,  engineering  geometry,  pictorial 
sketching  and  projection. 

Graphics  II  - A one  semester  course.  Four  laboratory  hours  per 
week.  Two  credit  hours.  Prerequisite:  Graphics  I. 

The  use  of  graphics  in  the  use  of  problems.  Electrical 
and  mechanical  layout  of  electrical  apparatus.  Wiring 
and  schematic  drawings. 

etworks  III  - A one  semester  course.  Three  class  hours  per 
week.  Three  credit  hours.  Prerequisites:  Networks 

II,  Math.  8.  Networks  III  is  the  study  of  the  behavior 
of  electrical  networks  under  transient  conditions. 

Step  and  impulse  functions  are  introduced  and  transfer 
functions  for  various  networks  are  derived.  Poles  and 
zero  plots  and  the  study  of  Fourier  Series  are  included. 
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Physics  I - (Mathematics  7 taken  concurrently)  A one 
semester  course.  Three  class  hours  and  three 
laboratory  periods  a week.  Four  hours  credit. 

The  principles  of  mechanics,  including  composition 
and  resolution  of  vectors,  statics,  moments,  rec- 
tilinear motion,  Newton's  second  law,  motion  of  a 
projectile,  work  and  energy,  impulse  and  momentum, 
circular  motion,  rotational  kinematics  and  dynamics, 
elasticity,  harmonic  motion,  hydrostatics,  surface 
tension,  hydrodynamics,  and  viscosity. 

Physics  II  - (Mathematics  8 taken  concurrently)  A one 
semester  course.  Three  class  hours,  and  three 
laboratory  periods  a week.  Four  hours  of  credit. 
Prerequisite:  Physics  I.  The  basic  principles  of 
electricity  and  magnetism,  including  the  following 
topics;  Coulomb's  Law,  potential,  DC  circuits;  the 
magnetic  field.  Galvanometers,  ammeters,  voltmeters, 
wattmeters,  the  DC  motor,  magnetic  field  of  a current 
and  of  a moving  charge;  induced  electromotive  force; 
capacitance  and  indectan.ce,  magnetic  properties  of 
matter;  transients  in  circuits  containing  inductance, 
capacitance,  and  resistance;  thermoelectricity;  ferro 
magnetism  and  f erroelectricity ; alternating  currents, 
electromagnetic  waves  and  electronic  phenomena. 

Physics  III  - (Calculus  I taken  concurrently)  A one 

semester  course,  Tnree  class  hours.  Three  laboratory 
periods  a week.  Prerequisite:  Physics  II.  Heat, 
sound,  and  optics  including  the  following:  Thermo- 
metry, quantity  of  heat,  change  of  state  work  and 
heat;  heat  transfer,  thermal  properties  of  matter, 
the  first  and  second  law  of  thermod3naag1i.es,  wave 
motion,  vibrating  systems,  acoustical  phenomena; 
the  nature  and  propagation  of  light;  reflection  and 
refraction  at  a single  surface,  lenses  and  lens 
aberation;  optical  instruments;  illumination,  color, 
and  polarized  light. 

Mathematics  7 - A one  semester  course.  Four  hours  of  credit. 
Four  hours  a week.  Algebra  and  plane  trigonometry 
including  the  following  topics:  elementary  algebraic 
operations;  fractions,  fractional  equations,  roots, 
and  radicals;  functions,  co-ordinates  and  graphs; 
introduction  to  trigonometry;  identities;  deter- 
minants; trigonometric  formulas;  logarithms;  solution 
of  triangles;  complex  numbers;  quadratic  equations; 
variation;  and  equations  of  higher  order. 

Mathematics  8 - A one  semester  course.  Four  hours  of  credit. 
Prerequisite:  Mathematics  7.  Analytic  Geometry  and 
Calculus  rectangular  and  polar  co-ordinates;  straight 
line,  circle,  conic,  parabola,  'elipse,  hyperbole, 
trigonometric  curves,  logarithmic  and  exponential 
curves  and  probability  curves  basic  rules  of 
differentiation. 


— 
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Calculus  I - Prerequisite:  Mathematics  6.  A one  semester 

course . Four  class  hours  and  four  credit  hours.  Differ- 
entiation of  exponential  logarithmic  and  trigonometric 
functions.  Integration  by  parts.  Integration  by 
partial  fractions,  and  integration  by  trigonometric 
substitution. 

Calculus  II  - A one  semester  course.  Four  hours  credit  and 
four  hours  a week.  Prerequisite:  Calculus  I.  Maxima 

and  minima,  independent  variables,  line  integration, 
multiple  integration,  solution  of  ordinary  differen- 
tial equations. 

Fundamentals  of  Control  System  - A one  semester  course.  Four 
class  iicurs  per  week.  Four  hours  credit.  Prerequisites: 
Network  I and  Calculus  I.  The  study  of  servomechanism 
and  their  application  to  control  problems  with  emphasis 
on  system  analysis  by  block  diagrams  using  transfer 
function  techniques.  Comparison  is  made  of  the  charac- 
teristics of  electro  mechanical  transducers  and  their 
associated  circuitry  as  employed  in  the  measurement  of 
acceleration  velocity,  displacement,  stress,  strain, 
thickness,  mass  weight  frequency,  time  and  level  of 
intensity. 

Electronics  I - A one  semester  course.  Four  class  hours  and 
three  laboratory  hours  per  week.  Five  hours  credit. 
Prerequisites:  Networks  II  and  Mathematics  VIII.  The 

study  of  electron  emission,  electron  ballistics  and 
construction  and  characteristics  of  vacuum  tubes  is 
followed  by  application  of  network  theory  to  determine 
their  behavior  as  network  elements.  This  study  includes 
rectifiers,  single  stage  amplifiers,  R-C  coupled  and 
tuned  amplifiers,  and  push-pull  operation. 

Electronics  II  - A one  semester  course.  Four  class  hours  and 
three  laboratory  hours  per  week.  Five  hours  credit. 
Prerequisite:  Electronics  I.  This  course  is  a contin- 

uation of  Electronics  I.  Course  material  covers  Feedback 
Amplifiers,  C-as  Filled  Tubes,  Oscillator,  Modulation, 
and  Demodulation.  A brief  introduction  to  Transistors 
and  their  associated  circuitry  is  included. 

Fields  and  Waves  - A one  semester  course.  Three  class  hours 
per  week.  Three  hours  credit.  Prerequisites:  Physics 

III  and  Calculus  I.  Electricity  and  magnetism  is  pre- 
sented from  the  field  theory  point  of  view  using  vector 
analysis  and  Maxwell's  equations;  the  static  electric 
field  in  polarizable  and  conducting  media,  static  mag- 
netic fields  of  steady  electric  currents  and  ferro- 
magnetic materials,  time  varying  electric  and  magnetic 
fields,  magnetic  induction,  electromagnetic  waves  and 
energy  flow. 
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COURSE  DESCRIPTION 

Liberal  Art 3 


Biology  1 - A two  semester  course.  Eight  hours  of  credit. 

a study  of  the  life  functions  of  both  plants  and 

animals.  Heredity,  evolution,  and  ecology  are 
considered  in  presenting  the  major  principles  of 
modern  biology.  Three  class  hours  and  two  laboratory 
hours  throughout  the  year. 

Chemistry  1 - A two  semester  course.  Eight  hours  of  credit. 
Introductory  General  and  Inorganic  Chemistry.  Con- 
siders the  general  principles  involved  in  the  inter- 
action of  chemical  substances.  The  fundamental  laws 
of  chemical  equilibrium,  ionization,  ionic  equilibrium, 
oxidation,  and  reduction.  Three  class  hours  and  two 
laboratory  hours  throughout  the  year. 

Economics  1 - A one  semester  course.  Three  hours  of  credit. 
Principles  of  Economics.  Basic  principles  of  the 
production,  distribution,  and  exchange  of  economic 
goods  and  services,  and  of  the  allocation  and  dis- 
persion of  income  and  revenue.  Three  hours  a week. 

Economics  2 - One  semester  course.  Three  hours  of  credit. 

~ special  attention  is  given  to  problems  of  the  national 
economy  such  as  international  and  foreign  economic 
problems,  the  composition  and  pricing  of  national 
output,  the  distribution  of  income  and  competitive 
and  collective  bargaining.  Three  hours  a week. 

English  1 - English  Composition.  A two  semester  course, 
six  nours  of  credit.  Designed  to  develop  lucid, 
effective,  written  expression.  Basic  mechanisms  of 
grammar,  syntax,  and  punctuation  are  reviewed.  Special 
techniques  in  expression  coupled  with  the  development 
of  logical  thinking  will  enable  the  student  to  organize, 
outline,  and  express  his  thoughts  In  written  form  at 
all  levels  of  requirement.  Three  hours  a week. 

English  Literature  - A two  semester  course.  Six  hours  of 

credit.  A study  of  the  major  works  of  selected  English 
essayists,  poets,  dramatists,  and  prose  writers  from 
the  late  Anglo-Saxon  period  to  the  present.  Attention 
to  the  historical  and  literary  background  will  be 
directed  through  lectures;  prescribed  reading  with 
special  exercises  in  interpretation  and  criticism. 

Three  hours  a week. 

English  1 and  2 are  required  of  all  Liberal  Art  trans- 
fers. English  1 is  required  of  all  students  in  the 
college . 


Ik 


Fin©  Arts  1 - One  semester  course.  Three  hours  of  credit. 
History  of  Fine  Arts  from  Paleolithic  Times  to  the 
Renaissance.  Recognition  of  types  and  phases,  adapt- 
ation and  use  of  color  mediums.  Study  of  perspective 
and  forms.  Three  hours  a week. 

French  1 - A two  semester  course.  Six  hours  of  credit. 
Elementary  French  (For  students  without  at  least 
two  years  of  secondary  school  French  or  the  equivalent 
as  determined  by  a standardized  test).  An  introduction 
to  the  basic  grammatical  patterns  of  French.  Speaking, 
reading,  and  writing  in  the  French  language.  Three 
hours  a week. 

French  2 - A two  semester  course.  Six  hours  of  credit. 

Intermediate  French.  (For  students  who  have  two  or 
more  years  of  secondary  school  French,  and  who  achieve 
an  accepted  level  in  a standardized  test  or  who  com- 
plete French  1 successfully  at  Northern  Essex).  A 
continued  study  of  French  1 language  skills,  emphasiz- 
ing the  development  of  reading  ability.  Three  hours 
a week. 

Principles  of  Geography  - A one  semester  course.  Three  hours 
of  credit.  This  course  presents  a systematic  study 
of  the  earth’s  physical  and  social  patterns.  Emphasis 
is  placed  on  the  factors  which  explain  these  patterns. 
Particular  consideration  is  given  to  the  types  and 
uses  of  maps,  the  earth  as  a plne.t,  the  atmosphere, 
weather  and  climate,  topography  and  its  development, 
resources,  and  economic  activities.  Throe  hours  a 
week. 

World  Regional  Geography  - A one  semester  course.  Three 
hours  of  credit.  Organized  on  the  basis  of  major 
world  regions  and  political  units,  this  course  surveys 
the  world’s  nations  in  terms  of  human  activities  and 
conditions  as  they  are  related  to  the  earth’s  physical 
features.  Both  the  natural  and  cultural  environments 
of  man  are  focused  on  his  existence  in  a political 
unit.  Three  hours  a week. 

Government  1 - A one  semester  course.  Three  hours  of  credit. 
American  Government,  A study  of  the  organisation  and 
structure  of  our  Federal  Government,  Specific  study 
of  the  Constitution,  Supreme  Court,  Congress,  role  of 
the  Executive  and  the  role  of  the  Federal  Government 
in  areas  for  the  defense  and  welfare  of  the  people. 
Three  hours  a week. 

History  1 - A two  semester  course.  Six  hours  of  credit. 

The  history  of  Europe,  beginning  with  the  Renaissance. 
The  development  of  the  cultural  and  social  institutions 
of  modern  Europe  from  the  establishment  of  the  Tudor 
Monarchy  in  England  through  to  the  end  of  the  19th 
century.  Three  hours  a week. 


History  2 - A two  semester  course.  Six  hours  of  credit. 

The  United  States  since  Colonial  times.  The  development 
of  the  social,  political,  and  cultural  institutions  of 
the  United  States  is  traced.  The  social  and  political 
history  of  our  country  is  emphasized.  Three  hour3  a 
week. 

Mathematics  1 - Elementary  Mathematical  Analysis . A two 

semester  course.  Six  hours  of  credit.  A study  of  the 
abstract  nature  of  mathematics  with  attention  to  its 
structure.  To  this  end,  the  following  topics  are 
treated:  Sets,  relations  and  functions;  the  real 

number  system  and  its  distinguished  subsets;  polyno- 
mials; algebraic  fractions;  exponents  and  radicals; 
simultaneous  equations  and  matrices;  inequalities; 
the  algebraic  functions;  the  exponential  and  logarithmic 
functions;  and  the  trigonometric  functions  of  real 
numbers.  For  liberal  arts  and  business  administration 
transfer  students.  Three  hours  a week. 

Mathematics  2 - Intermediate  Mathematical  Analysis . A two 
semester  course.  bix  hours  of  credit.  A modern 
approach  to  analytic  geometry  and  the  calculus  of 
real  numbers  with  particular  emphasis  on  the  mathema- 
tical structure  through  the  following  topics:  The 

lino;  equations,  graphs  and  the  conic  sections  as 
subsets  of  2-space;  limit  theory;  continuity;  deriva- 
tives and  antiderivatives  of  the  polynomial  functions, 
the  trigonometric  and  inverse  trigonometric  functions, 
and  tne  logarithmic  and  exponential  functions.  For 
liberal  arts  and  business  administration  transfer 
students.  Prerequisite,  Mathematics  1-2.  Three  hours 
a week. 

College  Algebra  - A one  semester  course.  Three  hours  of 

credit.  An  intensive  review  in  depth  of  the  algebra  of 
real  numbers;  including  systems  of  linear  and  quadratic 
equations  with  determinants;  elementary  theory  of  equa- 
tions; the  binomial  theorem;  sequences;  inequalities 
and  logarithms.  For  liberal  arts  and  business  adminis- 
tration students.  Three  hours  a week. 

Trigonometry  - A one  semester  course.  Three  hours  of  credit. 

A basic  course  in  the  trigonometric  functions  of  real 
numbers;  including  radian  measure,  identities,  polar 
coordinates,  solutions  of  triangles  and  the  law  of 
sines  and  cosines.  For  liberal  arcs  and  business 
administration  students.  Three  hours  a week. 
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Music  Appreciation  - A one  semester  course.  Three  hours  of 

credit.  An  introduction  to  serious  music  as  represented 
by  twenty-five  basic  compositions.,  (or  their  equivalents^ 
of  great  composers.  Through  these  compositions,  and 
others  introduced  as  required,  the  elements  of  music 
s*o  presented.  The  lives  of  the  composers  concerned 
are  looked  at  as  background  for  their  music,  and  the 
main  currents  in  music  from  the  Baroque  or  before  to 
the  present  day  arc  studied.  The  aim  of  the  course  is 
to  familiarize  the  student  sufficiently  with  the  works 
studied  to  recognize  and  identify  them  from  isolated 
themes,  as  well  as  other  works  by  the  same  composers 
from  the  style,  and  also  from  the  style  to  be  able 
to  s sign  a composition  to  its  chronological  place  in 
musical  history.  Concentration  will  be  on  listening 
rather  than  on  written  or  spoken  analysis.  Three  hours 
a we  ek . 

Psychology  1 - A one  semester  course.  Three  hours  of  credit. 
Introduction  to  Psychology.  A thorough  survey  of  the 
more  important  areas  of  psychology,  Topics  have  been 
selected  for  the  ; avior  which  include  matur- 

ation and  develop  .mat,  emotions,  motivation,  learning, 
intelligence,  conflict,  psychotherapy  and  perception. 
Three  hours  a week. 

Psychology  2 - A one  semester  course.  Three  hours  of  credit. 
Child  Psychology.  The  study  of  child  development  from 
the  behavioral  aspect.'  Motor,  speecn,  social,  emotional 
and  play  development  are  emphasized.  A research  paper 
on  a particular  kind  of  child  or  on  one  age  level  is 
required.  Prerequisite:  Psychology  1.  Three  hours  a 

week. 

Sociology  1 - A one  semester  course.  Three  hours  of  credit. 
Elements  of  Sociology.  A study  of  the  social  order,  and 
of  human  behavior  as  mot ivated. andr inf luenced  by  group 
membership^  and  by  the  culture.  Structures  and  functions 
of  the  major  social  institutions  will  be  analyzed.  Three 
hours  a week. 

Sociology  2 - A one  semester  course.  Three  hours  of  credit. 
Principles  of  Sociology.  The  theoretical  development 
of  major  sociological  concepts  :ith  emphasis  on  the 
development  of  sociology  as  a major  field  of  scienti- 
fic research.  Analysis  of  important  sociological 
studies  and  reports  will  bo  stressed.  Field  research 
will  be  conducted  in  relation  to  one  or  more  current 
social  issues.  Prerequisite:  Sociology  1.  Two  class 

hours,  and  2 laboratory  hours  per  week. 


17 


Spanish  1 - Two  semester  course.  Six  hours  of  credit. 

Elementary  Spanish  (For  students  without  at  least  two 
years  of  secondary  school  Spanish  or  the  equivalent 
as  determined  by  a standardized  test).  An  introduction 
to  the  basic  grammatical  patterns  of  the  Spanish 
language:  speaking*  reading,  and  writing.  Three  hours 

a week. 

Spanish  2 - Two  semester  course.  Six  hours  of  credit. 

Intermediate  Spanish.  (For  students  who  have  at  least 
two  years  of  secondary  school  Spanish,  and  who  achieve 
an  accepted  level  in  a standardized  test  or  who  complete 
Spanish  1-2  successfully  at  Northern  Essex).  A contin- 
uation of  the  study  of  Spanish  1,  language  skills,  with 
emphasis  on  the  development  of  reading  skills.  Three 
hours  a week. 

Speech  1 - One  semester  course.  Three  hours  of  credit. 
Instruction  and  practice  in  the  skills  necessary  to 
enaole  one  to  communicate  orally  with  understanding, 
persuasion  and  appreciation.  The  course  includes 
organization,  presentation,  and  audience  analysis 
as  well  as  instruction  to  improve  diction,  volume  and 
posture.  Three  hours  a week. 
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The  courses  listed  above  are  a basic  minimum  for  graduation.  The  student  vrill  usually  be  advised  to  elect 
up  to  six  hours  above  the  minimum. 


SECRETARIAL 


1? 


Introductory  Shorthand  I — A one  3eme3ter  course.  Four 
hours  of  credit.  Introduction  to  theory  of  Gregg 
Shorthand.  Concentration  on  rapid  reading  of 
shorthand.  Development  of  a legible  and  fluent 
shorthand  writing  style.  Dictation  from  prepared  material 
at  I4.O  to  60  words  per  minute.  Students  with  a 
better  than  average  grade  in  two  or  more  years 
of  high  school  shorthand  may  be  exempted  from  this 
examination.  Five  hours  a week. 

Introductory  Shorthand  II--A  one  semester  course.  Four 
hours  credit.  Continuation  of  the  study  of  the 
theory  of  Gregg  shorthand.  Refinement  of  penmanship 
style.  Correlation  of  shorthand,  xiith  the  mechanics 
of  English--sentence  structure,  punctuation,  and 
spelling.  Development  of  the  ability  to  take  short- 
hand dictation  on  unprepared  material  at  60  and 
80  words  per  minute.  Students  with  a better  than 
average  grade  in  two  or  more  years  of  high  school 
shorthand  may  be  exempted  from  this  course  upon 
satisfactory  completion  of  a qualifying  examination. 

Five  hours  a week. 

Intermediate  Shorthand  and  Transcript  ion  I--A  one  semester 
course.  Four  hours  of  credit.  A review  of  shorthand 
theory.  Application  of  rules  for  writing  shorthand. 
Expansion  and  growth  of  shorthand  vocabulary  in 
technical  and  business  terminology,  with  special 
emphasis  upon  the  fields  of  insurance,  banking, 
investments,  and  merchandising.  Intensive  dictation 
program  at  the  80  and  100  words  per  minute  levels 
on  unprepared  material. 

A continuous  course  for  development  and  refinement 
of  transcription  skills  at  the  typewriter.  Inte- 
gration of  the  separate  skills  of  shorthand,  type- 
writing, and  the  mechanics  of  English.  Six  hours 
a x^eek. 

Advanced  Shorthand  and  Transcription  II--A  one  semester 
course.  Fours  hours  of  credit.  Development  of 
specialized  techniques  in  taking  dictation.  Intensive 
and  rapid  dictation  for  sustained  periods  of  time. 
Refinement  of  dictation  at  120  and  II4.O  words  per 
minute  for  able  students.  Reporting  shortcuts.  Develop- 
ment of  "Off ice-Style"  dictation  and  preparation  for 
Civil  Service  and  other  pre- employment  tests. 

As  the  course  progresses,  emphasis  upon  the  production 
of  mailable  copy  is  stressed  together  with  the  develop- 
ment of  production  rates,  which  are  consistent  with 
office  standards.  Introduction  to  direct  dictation 
at  the  typewriter.  Practice  on  transcribing  machines 
such  as  the  Dictaphone,  Ediphone,  Voicewriter,  and 
Audograph.  Six  hours  a week. 
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Element  tv  Typewriting  I- -One  3 ^r.stcr  course.  Three 
credit  hours.  Development  of  the  touch  system  of 
typewriting.  Development  of  t ichniquos  for  the 
growth  of  speed  and  accuracy.  TJs.e  of  special  symbols 
on  the  typewriter.  Care  of  the  typewriter.  Correct 
set-up  for  snort  centering  problems,  personal  and 
business  letters,  and  simple  tabulations.  Students 
with  a superior  grade  of  one  or  more  years  of  high 
school  typewriting  may  be  exempted  from  the-  first 
semester  of  this  course.  They  must,  however,  take 
an  equivalent  amount  of  elective  work.  Five  hours 
per  week. 

Intermediate  Typewriting  II--Q110  semester  course.  Three 
credit  hours.  Further  development  of  typewriting 
speed  and  accuracy.  Techniques  of  erasing  and  the 
use  of  carbons.  Preparation  of  manuscript  copy,  rough 
drafts,  common  kinds  of  business  letters,  preparation 
of  typical  business  forms,  and  the  typing  of  tabulated 
reports  is  stressed.  Preparation  of  stencils  and 
master  copies.  Students  with  a superior  grade  of 
two  or  more  years  of  high  school  typewriting  may 
be  exempted  from  this  course.  Upon  satisfactory 
completion  of  qualifying  examination.  Five  hours 
per  week. 


secretarial  Procedures --One  semester  course.  Three 

credit  hours.  Theory  and  use  of  duplicating  machines 
such  as  listing  machines,  rotary,  and  key-driven 
calculators.  Development  of  the  theory  and  practice 
of  filing.  Study  of  the  major  typos  of  filing  systems. 
One  class  period,  four  laboratory  periods  per  week. 





